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Preface to the original edition 


This publication seeks to accomplish two tasks. First, it sets out the requirements for the 
delivery of professional archival services for Ontario municipalities. Second, it provides 
a directory of those institutions across the province that deliver all or some of these 
services. Every effort has been made to produce as comprehensive a directory as 
possible. Any errors or omissions are not intentional. 


The project was undertaken initially by Municipal Archives Interest Group (MAIG) 
member Bruce Beacock of the Simcoe County Archives. Bruce is to be congratulated for 
getting the Directory moving, and the work that he put into the project is reflected in 
many of the entries for institutions and Appendix III (List of Archives of Ontario Local 
Government Records by Municipality). 


Thanks must go to the AAO Board Member responsible for Advisory Services, Theresa 
Regnier, for all of her efforts in overseeing the development of a contract for the project. 
Illustrations have been provided courtesy of the City of Thunder Bay Archives, Elgin 
County Archives, Municipal Archives-Windsor Public Library, Peterborough Centennial 
Museum and Archives, Prince Edward County Archives and Queen’s University 
Archives. Iona McCraith, the AAO Preservation Consultant, kindly reviewed the draft to 
ensure that preservation concerns were properly addressed. 


Of particular note is the support and advice given to the Consultant by the AAO Archives 
Advisor, Tom Belton, and MAIG Chair, Brian Masschaele of the Elgin County Archives 
— for which they have my gratitude. 


Finally, a lot of appreciation goes to Adele Reichler-Walsh for proof reading, editorial 
advice and support. 


G. Mark Walsh, Consultant 
Ingersoll, Ontario 


Forward to the first edition 


On behalf of the Municipal Archives Interest Group (MAIG) of the Archives Association 
of Ontario, I am pleased to bring you this directory. MAIG represents municipal 
archivists, institutions and individuals interested in the preservation and use of municipal 
and other community based records in Ontario. Among our many goals is to bring 
together municipal archives and provide professional mentoring in the development of 
new and emerging municipal archives in the province. 


This publication has two primary objectives: First, it aims to provide directory 
information on municipal archival programs as a means of increasing communication 
among these programs. Secondly, it exists as an advocacy tool in the development of 
further programs by providing guidance on matters such as the legislative context of 
municipal archives, models of governance and elements of a sound program. Our hope is 
that this will not be a static document. New entries are our best sign that we are 
achieving our goal of a viable network of municipal archives in the province. 


Ontario’s municipalities have a rich recorded heritage. Local governments create records 
that are extremely important to every day life, documenting matters such as land-use 
planning, environmentalism, infrastructure development and the lives of citizens in the 
community. A municipal archival program developed according to the guidelines 
established in this publication is the best way to ensure that these records are 
systematically preserved and made available, both to the municipality and the general 
public. 


We encourage you to contact any of the programs listed in this publication. It has been 
our pleasure to make these pages available to you. 


Sincerely, 
Brian Masschaele, Chair 


Municipal Archives Interest Group 
archivist@elgin-county.on.ca 


Introduction 


Background 


The activities of a country furnish material of perpetual interest to the student of 
human affairs. Through this material, centuries long old and grey, return again fresh in 
the vigour of youth; through this record are reflected as in a mirror past hopes and 
aspirations, past glory and defeat. Of all national assets, archives are the most precious; 
they are the gifts of one generation to another and the extent of our care of them marks 
the extent of our civilization. Each day that passes is a triumph for an archive, for each 
day some mere scrap of paper permits justice to prevail. And yet while so much of our 
happiness and safety as individuals, and as a people, is inseparable from archives, the 
average man bestows little thought either upon their commercial or historical value. 
Serious minded people often question the wisdom of preserving records, and the fiat is 
issued for their destruction. Nor is this altogether surprising. For twenty years or more, 
perchance, no one has required them. Why should they be kept? 


As a rule the papers of a given generation are seldom required after their 
reception and primary use; but when all personal touch with that period has ceased, then 
these records assume a startling importance, for they replace hands that have vanished 
and lips that are sealed. 


(Arthur G. Doughty, The Canadian Archives and its Activities, King’s Printer, Ottawa, 
1924, pp. 5-6) 


Some twenty-two years before Dominion Archivist Sir Arthur Doughty published The 
Canadian Archives and its Activities there was concern about what should be done in 
Ontario to collect, preserve and make accessible the documentary heritage of the 
province. 


While the primary focus in 1902 was the establishment of the Archives of Ontario 
(accomplished one year later), members of the Ontario Historical Society were also 
concerned that “Especially pressing...was the need to preserve ‘early municipal records, 
records of township meetings, rolls of early inhabitants, etc’...”! 


One hundred years later the acquisition, arrangement and description, preservation and 
accessibility of archival quality municipal records in Ontario are still concerns. 


Ontario’s municipal governments — villages, townships, towns, cities, counties, regional 
municipalities, counties, districts and band councils — operate in a complex environment. 
It is the only level of government where the governing body — i.e. the Council — may be 
addressed directly by concerned citizens while in session. 


' Donald MacLeod, ““Quaint Specimens of the Early Days’: Priorities in Collecting the Ontario Archival 
Record, 1872-1935”, Archivaria Number 22, Summer 1986, p.22 


Local government is responsible for the collection, storage, retrieval and use of many 
different forms of information on residents. Municipalities are bound by legislation such 
as the Municipal Act and Municipal Freedom of Information and Protection of Privacy 
Act that apply directly to local government records — and further legislation like the 
Assessment Act, Registry Act and Vital Statistics Act pertaining to areas of information 
collection and use by municipalities mandated by the provincial government. Although 
terms of access to local government recorded information are prescribed by these laws, 
many Ontario municipalities have not sought the proven benefits of an archival program. 


There are almost as many reasons given for not developing local government archival 
programs as there are municipalities in Ontario. Reductions in financial and human 
resources and like reasons are commonly given. The one outstanding cause remains a 
fundamental lack of understanding of the value of archival programs for Ontario 
municipalities. 


The Value of Municipal Archival Programs 


Working successfully in today’s public sector requires timely and efficient access to a 
wide range of information. In order to gain that access and use the information 
effectively, it has to be managed. 


Archival programs have been viewed in some local government as a cultural add-on, a 
program that allows the public to look at historical documents of little value beyond a 
glimpse into the past. While there most assuredly is a cultural aspect to the value of a 
municipal archival program, archives also provide a valuable management tool. 


“Information Management” is a term that has been applied almost exclusively to 
Information Technology — electronic information creation, processing, storage and use. 
And yet, information is information, regardless of format. Managing municipal recorded 
information means looking after those records that — for their legal, fiscal, administrative 
and historical value — are deemed worthy of permanent preservation. In other words, in 
order to completely manage all recorded information, municipalities must manage their 
archival records. 


The “startling importance” that Sir Arthur Doughty attributed to archives when personal 
contact has ceased with a time period or generation increases significantly by the fact that 
the issues and concerns associated with municipal administration and management do 
not necessarily change with the passing of a given generation. When the “hands that 
have vanished and lips that are sealed” are represented by the archival record, a 
municipality’s documentary heritage may be the only means of resolving complex and 
immediate concerns.” 


For a discussion on some very practical applications of information found in municipal archival records, 
see G. Mark Walsh, "Tunnels, cholera and sewers - archives anyone?" Municipal World, Vol. 103 No.12, 
December 1993, pp. 18-19. 


Some of the strongest arguments for introducing and maintaining a program of records 
management for municipalities are space and equipment savings, improved efficiency 
and ease of retrieval of information. Yet the fact that there are legal obligations and long- 
term information needs with regards to archival materials is often overlooked. 
Combining the efficiencies of records management with the value of archives can give 
local government a more complete program of recorded information management. 


In short, the greatest single value of archival programming for Ontario municipalities is a 
complete and comprehensive approach to managing their information — all of it. 


Restructuring and Municipal Archives 


Although it is true that a municipal archival program is of great value in managing 
recorded information, it has other values as well, including the preservation of cultural 
materials and the historical identity of communities no longer officially in existence. 


Restructuring and amalgamations have made many smaller communities part of a larger 
municipality. Community identity endures, however, and the archival record of 
antecedent communities assumes, again in Sir Arthur Doughty’s words, a “startling 
importance” as the former municipalities’ archives may be the only evidence of 
community history and development. 


“New” municipalities continue to be responsible for the preservation and accessibility of 
the archival records of antecedent local government.’ The value of these materials will 
not decrease. In fact, as development and redevelopment takes place, understanding land 
use, policy and the history of areas subsumed into new municipalities will actually 
increase the value of local government archival materials in restructured municipalities. 


The Municipal Act and Municipal Archives 


In the Municipal Act (RSO 2001, c. 25), Section 228 pertains to the duties of the 
Municipal Clerk. The duties in relation to access to local government records are made 
clear in Section 253(1), wherein the Clerk must maintain and provide public access "at all 
reasonable times" to minutes, by-laws, books, records and accounts of Council. In 
antecedent legislation, there was provision that "the Archivist of Ontario and a municipal 
council may agree that any document of the municipality may be transferred to and kept 
by the Archivist." (This in reality was not an option — the Archives of Ontario had, for 
some time, not accepted municipal archival records.) Amendments to the Municipal Act 
- the legislation to be implemented on January 1“, 2003 - have removed references to the 
Archivist of Ontario and inserted provisions for the preservation and maintenance of 
records locally in an archives. 


> For a discussion on this subject, see Brian Masschaele, “Archival records and restructuring”, Municipal 
World, Vol. 111 No. 3, pp. 15-18. 


The importance of planning and development of programs for municipal archives is 
significantly increased by Section 254(1), reading as follows: 


254. (1) A municipality shall retain and preserve the records of the municipality 
and its local boards in a secure and accessible manner and, if a local board is a 
local board of more than one municipality, the affected municipalities are jointly 
responsible for complying with this subsection. 2001, c. 25, s. 254 (1). 


The logic of an archival program for individual Ontario municipalities would seem to be 
compelling in relation to this requirement. By the terms of this legislation, however, 
Ontario municipalities may designate an “archivist’’ to function as its archives. This 
designation may be a “local, regional or university archives” empowered by terms of an 
agreement to act as the official repository for a given municipality (RSO 2001, c. 25, s. 
254[3]). 


It is interesting to note what this section does not say. The possibility of depositing 
original archival materials in the Archives of Ontario is no longer an option in the new 
legislation. Section 254(7) confirms municipal ownership of recorded information for the 
purposes of the Municipal Freedom of Information and Protection of Privacy Act, 
meaning Ontario municipalities will continue to be responsible for ensuring that the 
provisions of that legislation are met, regardless of whether or not the records in 
question are physically in a municipality’s custody. It does not make provision for 
designating a library or museum as the municipality’s “archivist”. Specific reference to a 
“local, regional or university archives” by inference means that for the designation to be 
in compliance with the Act, Ontario municipalities must be dealing with an established 
archival institution. Libraries and museums that simply hold archival materials may or 
may not qualify. 


In order to clarify exactly which institutions may be considered to be archival in nature, 


there is a need to present well-defined criteria for official or designated municipal 
archives. 


Elements of Municipal Archives° 


In order to determine just what the requirements or criteria are for municipal archival 
institutions, it is necessary to examine the following areas: 


> Legislated Mandate 


> Reporting Structure 


* The term “Archivist” in the former Municipal Act was used to mean the Archivist of Ontario. In the 
impending legislation it is interpreted as outlined below. 
See Appendix I for extracts from this act and other related legislation. 

° Elements in this section are drawn in part from the AAO Archives Advisor’s Notebook. The documents 
comprising the Notebook are available at www.aao.fis.utoronto.ca/aa/notebook.html and concern the 
development of community archives. The AAO is also drawing up institutional standards. 
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> Separate Budget 

> Qualified Staff 

> Appropriate Facilities 

>» Public Access 

> Records Management Program 

>» Professional Archival Practices 
Legislated Mandate 


There are two vehicles for mandating municipal archives programs. The first is a 
resolution of Council. This mechanism holds the force of law with municipal ordinances. 
The second is a by-law, which is very useful where the duties of the municipality’s 
archives and archivist are outlined. ’ 


A legislated mandate becomes all the more important under the new Municipal Act where 
an existing archives is being designated as the official repository for a municipality. The 
resolution or by-law names the archives as being responsible for the acquisition, 
processing, preservation and accessibility of all records of the municipality, its boards 
and commissions® appraised as being of permanent value. It further instructs all elected 
and appointed officials of the municipality not to remove archival records or deposit them 
in another repository. It may refer to existing by-laws for the retention of municipal 
recorded information, citing those that indicate the final disposition of records series as 
“archival” or directing “transfer to archives” as the authority for materials held in its 
official archives. In the case of a designated “local, regional or university archives” 
being used as the municipality’s repository, the Council resolution or by-law will also 
execute a Memorandum of Agreement (MOA) with that institution, outlining the 
responsibilities of both parties. 


Reporting Structure 


In order for a municipal archival program to be successful, it must be positioned within 
the Administration in such a way as to have direct access to department heads and 
Council. In most cases where a municipality operates its own archives, this will mean 
reporting through the Clerk as the official with major responsibilities for records keeping. 


If the archival program is buried beneath layers of organizational structure, its 
efficiency will be severely compromised. 


7 See Appendix II for sample County of Elgin Archives By-Law. 

* The most notable exceptions for municipal boards are Police Services Boards, which will require separate 
arrangements for their archival materials. A similar process can be followed with a motion of the Board 
and if necessary, a separate MOA. 
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Where an archival facility has been designated as the municipality’s repository, it is 
necessary to ensure that there is a connection at the appropriate level to the 
Administration and Council. Further, the municipality should receive periodic 
information — an annual report at the very least — on the progress, status and use of its 
archival materials. 


The question of placement of the program and reporting structure in a designated archival 
facility becomes one of great significance. A municipality needs to ensure that its 
designated “archivist” is not at so low a level within the organization that those actually 
providing the archival services cannot speak with authority on meeting the terms of the 
MOA. 


Separate Budget 


A municipal archival facility, whether operated by local government itself or designated 
to provide services, must have a degree of separation and autonomy. Decisions regarding 
acquisitions cannot be implemented, for example, if there is no funding available. A 
municipality may have an extremely well-developed set of retention by-laws, directing 
that records of permanent value be transferred to its archives, but without a financial 
commitment there cannot be a successful archival program. 


The necessity of a separate budget for archival activities is dramatically increased with 
the use of a designated facility. A “local, regional or university archives” working with 
local government must be responsible for documenting that the terms of the MOA have 
been met. If, for example, a local library or museum with an archival program does not 
maintain a separate budget for the municipality’s archival services, it is entirely possible 
in times of financial retrenchment that the municipal archives will suffer. 


In one form or another, municipalities will pay for archival services. It only makes sense 
to ensure that the costs for delivery of these services — either internally or by a designated 
institution — can be documented. 


Qualified Staff 


Appraising records for their value, deciding what merits permanent preservation and what 
may be discarded are activities that dramatically affect the availability of local 
governments’ documentary heritage. Understanding how the information contained in 
archival records may be used — for the benefit of the municipality and the researching 
public — is vital to the success of an archival program. 


Clearly, acquiring the archival records of Ontario’s municipalities, taking appropriate 
measures for their preservation and making the materials accessible requires a definite 
education, background and skill set.’ 


° The AAO is developing documentation on “Professional Knowledge Requirements for Archivists in 
Ontario.” The draft document is available on the AAO website. 
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Ontario has a variety of educational opportunities for archivists. These range from the 
Post Appointment Training Program offered by the Archives Association of Ontario'” to 
Archival Administration courses in graduate History and Library Science studies through 
to a full Master of Archival Studies (MAS). Those responsible for municipal archival 
programs should have completed one of these programs. 


The importance of qualified staff increases when a municipality has a designated archival 
facility. Neither museum curators nor librarians are archivists, and although they will 
have similar skills, their approach to materials differs radically from those trained in 
archival principles and practices. 


It is incumbent upon Ontario’s municipalities to ensure that the staff responsible for their 
archives are qualified. In the same way that a municipal clerk usually holds the AMCTO 
designation or those leading public works departments have a P.Eng certification, so too 
must those making decisions on and working in municipal archives have appropriate 
qualifications. 


Appropriate Facilities 


Following the development of a legislated mandate, placing the archives in a sound 
reporting position, securing a separate budget and qualified staff, attention should then be 
turned towards creating a proper facility to manage the municipality’s records. 
Preservation should always have top priority in archival facility planning. Preservation is 
the basis upon which all other archival functions flow. There is no point in acquiring, 
arranging and describing records if they are allowed to deteriorate. Central to preserving 
municipal archival records is creating a stable environment for their storage. Ideal 
conditions for maintaining largely textual records are 18 to 20 degrees Celsius and 40 to 
45 per cent relative humidity. Photographs and audiovisual records require even cooler 
and drier conditions. Stability in these conditions is even more important. Conditions 
should be monitored on a regular basis using instrumentation such as a 
thermohygrograph.'' The facility should also be secured against potential disasters and 
theft. Priority should be given to creating a suitable storage environment above all other 
facility and programming issues, whether it be through a full environmental control 
system or simply through vigilant control of the thermostat along with use of a 
humidifier/dehumidifier (depending upon the season). 


In addition to paying attention to the preservation requirements of an archival facility, 
there is a need to ensure that space has been allocated for separate research and storage 
areas. Shelving is required that can bear the load of heavy records (a single one cubic 
foot box full of records can weigh up to forty pounds). Consideration will also have to be 
given to the unique storage requirements of certain types of municipal records. 


'° The AAO offers both Core and Advanced workshops in this program, intended to provide archivists 
already in the field with the skills necessary to operate a professional archival program. 

'' Information about the AAO’s complimentary Thermohygrograph Loan Program and Preservation 
Consultant services are available on the AAO website. 
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(E.g. architectural plans filed in Building Department records can be stored either flat or 
rolled but are safer flat in map cabinets.) The “stack area” for storage needs to be closed 
— in other words only archives staff may have access to it. An open storage area is an 
invitation to theft or loss and more importantly, can lead to a violation of the Municipal 
Freedom of Information and Protection of Privacy Act if inappropriate access is given to 
sensitive information or materials containing personal information. Secure storage for 
the preservation of a municipality’s archives is not optional — Section 254(7) of the 
Municipal Act mandates this under “Duties of Archivist.” 


Archives stack area, Municipal Archives-Windsor Public Library (Courtesy MAWPL) 


An archives “reading room” is essential for monitored public access to municipal records. 
It allows the researching public to comfortably examine records in conducting research. 
Typically containing tables and comfortable chairs, the reading room may also have 
specialized equipment from microfilm readers to computer terminals, depending on the 
nature of materials held by the archives. 


It is also useful to have a work area and office space where staff may undertake both the 
processing (arrangement and description) of archival materials and routine office 
functions. 


A thorough examination of the facilities offered by institutions being considered for 
designation as the municipality’s archives is essential for appropriate preservation and 
accessibility of local government archival materials. While a local museum will have a 
strong understanding of preservation requirements, it may not have a reading room. 
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Similarly, local libraries provide services in access to information on a daily basis, but 
may not have a facility that meets preservation requirements. Both are required to 
operate an archival facility. 


Reading Room, Prince Edward County Archives (Courtesy PECA) 


Public Access 


The legislated requirement to provide public access "at all reasonable times" from the 
Municipal Act is further reinforced by the terms of the Municipal Freedom of Information 
and Protection of Privacy Act. Beyond these two pieces of legislation, there is the notion 
that access to information created, received and used by any level of government is a 
fundamental principle of democracy. One author has written, 


The circumstances of access....to records of local governments defy any 
orderly description. Few local governments have official archives, and 
it is a question how many support the people’s right to know. This 
democratic principle...and the fact that local governments are 
responsible for taxation, utilities....and other matters affecting the daily 
lives of citizens makes for the observance of the legal concept of “public 
records”... 


? Philip C. Brooks, Research in Archives: The Use of Unpublished Primary Sources, Chicago and London: 
The University of Chicago, 1969, pp. 63-64. 


Is 


Local government public records are public property in the same manner as public works, 
recreation centres and any other project or program developed from the municipal tax 
base. 


Conducting research in a Reading Room (Courtesy City of Thunder Bay Archives) 


Public Records are public property, owned by the people in the same 
sense that the citizens own their own courthouse or town hall, sidewalks 
and streets, funds in the treasury. They are held in trust for the citizens 
by custodians.... As public property, public records may no more be 
altered, defaced, mutilated or removed from public custody than public 
funds may be embezzled or misappropriated. Indeed, because records 
document the conduct of the public's business - including the protection 
of rights, privileges and property of individual citizens - they constitute a 
species of public property of a higher value than buildings, equipment 
and even money, all of which usually can be replaced by the simple 
resort to additional taxes. It is the unique value and irreplaceable nature 
of records that given them a sanctity uncharacteristic of other kinds of 
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property and that account for the emergence of common-law principles 
governing their protection." 


In order to meet these principles, Ontario municipalities need to develop archival 
programming that balances access with privacy. In this area, there is no differentiation 
between current and historical recorded information. 


The question of public access to a municipality’s archival records is one of the strongest 
arguments for a well-developed archival program, and combines many of the points 
discussed above together. Preservation is always for the purpose of eventual access, even 
if a period of closure must be observed. Municipal archives staff need qualifications - a 
sufficient background in archival principles and practices in order to determine if the 
records in question are subject to regulatory requirements. Finally, the inclusion of the 
reading room component in municipal archival facilities referred to above gives the 
physical possibility of providing secure access to historical records — another requirement 
under Section 254(7) of the Municipal Act (“Duties of Archivist’). 


Records Management Program 


The overall management of recorded information — often referred to as records 
management — requires that all information, regardless of format or final disposition be 
looked after. The lack of inclusion of archival materials in municipal records 
management programs often leads to a net loss of information. 


Simply put, to manage information in a comprehensive fashion, there must be an archival 
component in records management programming. The most successful local government 
records management programs are in fact operated by municipal archives.'* This is the 
most effective method of ensuring the seamless delivery of recorded information 
management services — from the creation of the record through to its ultimate disposition. 


The disposition of all municipal records falls into one of two categories. Either the 
record will ultimately be destroyed or maintained permanently. Permanent retention of 
records is undertaken by all Ontario municipalities — so that all municipalities have a 
collection of archival quality records whether or not they operate a program to service 
these records. 


It is interesting to note that the Municipal Act sets out the requirements for retention and 
disposal schedules (Section 255) immediately after dealing with the preservation and 
access of archival materials (Section 254). This is the only mechanism for the 
destruction of municipal records of limited value. Scheduling the disposition of recorded 
information is an important aspect of any records management program. 


'S H.G. Jones, Local Government Records: An Introduction to Their Preservation, Management and Use 
(Nashville, TN: American Association for State and Local History, 1980), pp. 23-24 

'* Good examples of municipal archives with responsibility for records management and archival 
programming are the Cities of Thunder Bay and Toronto. 
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The regulations of the Municipal Freedom of Information and Protection of Privacy Act 
further require the use of retention by-laws for the disposal of personal information, as 
the following sections indicate: 


3.(3) Every head shall ensure that reasonable measures to protect the records in his or her 
institution from inadvertent destruction or damage are defined, documented and put in 
place, taking into account the nature of the records to be protected. R.R.O. 1990, Reg. 
$23, 8.3. 


5. Personal information that has been used by an institution shall be retained by the 
institution for the shorter of one year after use or the period set out in a by-law or 
resolution made by the institution or made by another institution affecting the institution, 
unless the individual to whom the information relates consents to its earlier disposal. 
R.R.O. 1990, Reg. 823, s. 5. 


In other words, all destruction of municipal recorded information must be authorized. It 
makes little sense to think that the permanent retention of archival materials should not be 
subject to the same considerations. 


Records management, through the scheduling process, identifies those records series that 
are of permanent value — in other words the municipality’s archival records — as well as 
those of limited value that are authorized for eventual destruction. Records management 
is valuable to archival endeavours by getting rid of voluminous information of limited 
value. Archives are valuable to records management activities through the management 
of permanent records — making for a complete, comprehensive and effective program of 
municipal recorded information management. Take away either component and 
municipal recorded information management is less complete, not comprehensive and 
less effective. 


There is nothing in the impending Municipal Act that would preclude the inclusion of 
records management services in the MOA with a designated archives. Where archival 
and records management programming are separated, careful coordination of activities is 
required to achieve the full benefit of both areas. It is strongly suggested that, where 
these activities are separated, the head of a municipality’s archives review and sign off 
on records schedules. In this way, municipalities can ensure that the preservation and 
accessibility of their archival records is safeguarded. 
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Records Centre, City of Thunder Bay Archives (Courtesy City of Thunder Bay 
Archives). 


Professional Archival Practices 


The success or failure of a municipal archival program goes well beyond meeting 
legislated requirements. In addition to the elements listed above, a good municipal 
archives will undertake to meet or exceed professional standards as defined by the 
Archives Association of Ontario, Association of Canadian Archivists, Bureau of 
Canadian Archivists and Canadian Council of Archives. 


Professional practices start with professional ethics. Archivists have access to 
information that is sensitive, and it is incumbent upon members of the profession that 
they not profit personally from those materials under their custody. The Association of 
Canadian Archivists has developed a “Code of Ethics for Canadian Archivists” that lays 
out the framework for professional conduct. Municipal archives, whether internally 
operated or a designated institution, need an official statement endorsing the Code as 
their standard. 


Related to legislated mandates is a more detailed document — the archives Mission 
Statement. Simply put, this document details what the archives does and why it does it. 
Immediately following upon the Mission Statement is an Acquisition Strategy. The 
Acquisition Strategy sets out what the archives will acquire, and takes into account the 
disposition of other materials that may be found in collections (principally library 
materials and museum artifacts). The Mission Statement and Acquisition Strategy take 
together actually limit the activities of the archives to a given area. 


When dealing with designated institutions, municipalities will want to examine existing 


Missions Statements and Acquisition Strategies in order to determine whether or not the 
designated facility has the means of meeting these goals. 
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The most basic activity in archives is the arrangement and description of holdings. 
Professional practice demands that archival institutions follow the established principles 
such as provenance, respect des fonds and that external order is not imposed upon 
archival materials. That means that library or museum cataloguing techniques must 
not be employed in the arrangement and description of archival materials. 


In addition to following the principles mentioned above, archival institutions need to 
develop a program of descriptive standards. The recommended practice currently is to 
follow the Rules for Archival Description (RAD) developed by the Bureau of Canadian 
Archivists. When consistent description of archival materials is undertaken, the 
possibility of using information technology for enhanced access is increased 
dramatically. 


The Municipal Act calls for physical control over local government archival materials for 
their secure preservation. By inference it calls for the kind of intellectual control over 
these materials afforded by descriptive standards for the sake of accessibility. 


Successful municipal archives also provide leadership and initiative in the use of the 
information under their custody. This area ranges from ensuring that offices in municipal 
administration are aware of pertinent information on current and timely issues to 
promoting research in the institution’s holdings. It means appraising the information in 
archival materials for research value and connecting potential users to documentation — 
both inside and beyond the municipality. 


Like any profession, archivists need contact with their colleagues and related disciplines 
to stay abreast of developments, skills and techniques. Professional practice in archives 
is enhanced through participation in professional organizations. 


These practices come from the body of professional knowledge required to be an 
archivist and are essential for the successful operation of municipal archival programs in 
Ontario. 


Starting or Choosing a Municipal Archival Program 


Based on the elements given above, there are several different models of operating a 
municipal archival program in Ontario. Regardless of the approach, all elements outlined 
above should be incorporated into the program. The soundest approach is to operate the 
archives within the civic administration, for instance reporting to the municipal clerk. 
That means passing a Council resolution or by-law with the archives appropriately placed 
within the administration. The archives has a separate budget, qualified staff, appropriate 
facilities, provides public access to materials, operates a records management program 
and follows the professional practices outlined. Setting up a new program within the 
administration allows for the most complete control over municipal archives. It 
recognizes the value of public records as public property, operated and maintained by 
local government itself. 
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Where this is not possible, meeting all of the requirements set out under the “Elements” 
section can be achieved by designating archives within public libraries and municipally- 
funded community museums. University archives and those operated by local historical 
societies usually do not have the same connection to a municipality as public libraries and 
community museums — which are most often governed by a local board with Council 
appointees. 


Those museum, university and local historical society archival programs presently 
operated across Ontario provide the services associated with acquisition, preservation and 
accessibility of municipal archival materials, but frequently do not provide records 
management services. University and local historical societies archives are not 
necessarily connected to the municipalities served in a formal reporting structure. 


If the option of designating an “archivist” outside of the civic administration is selected 
according to the Municipal Act, municipalities undertaking this avenue of preserving and 
making accessible their archival records will have to give careful consideration to the 
services to be included in the Memorandum of Agreement. 


Details below give examples of municipal archival programs developed under the 
different model structures. 


Municipal Administration 


The City of Thunder Bay Archives is a good example of a municipal archival program 
inside the administration. That municipality has access to its documentary heritage but 
heritage and management are not seen as mutually exclusive areas of endeavours. 
Recorded information management is seamless, with historical documentation and 
records management under one roof. Qualified staff preserve and make accessible 
archival materials in appropriate facilities using professional practice. 


The City of Toronto Archives also operates a full service program. Similarly, for upper 
tier municipalities the Simcoe County Archives is a good example of programs that meet 
the requirements of a full municipal archival program. 


Toronto and Thunder Bay are examples of programs reporting through Corporate 
Services or City Clerk’s Departments. Other municipalities have a different reporting 
structure, but still within civic administration. The City of Ottawa Archives, for example, 
reports through the Department of People Services (formerly Community Services). 


Archival programs for the Cities of Ottawa and Toronto are further examples of archival 


endeavours and municipal restructuring, serving a much larger geographic area and 
incorporating the archives of antecedent municipal governments. 
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CIT Y OF 
Thunder/ Bay 


Archives 
i| Records Centre 


235 Vickers Street N. 


City of Thunder Bay Archives signage (Courtesy City of Thunder Bay Archives). 


Public Libraries 


Although a new program, the Elgin County Archives shows the benefits of legislated 
mandate and a reporting structure that gives the County Archivist direct access to 
Council. It has a separate budget for archival operations and is responsible for records 
management. A developing institution, it has qualified staff and is setting up the services 
that will allow public access — all based on professional archival practices. 


The Guelph Public Library Archives, also a relatively new formal program, is currently 
designing new facilities that will allow for improved preservation and access to its 
municipal archival holdings. It is also examining the Archives’ role in records 
management for that municipality. 


Most public library municipal archival programs have the strength of hiring qualified 
professional archivists. Public Libraries operate under the Public Libraries Act, with 
representation of Council appointees and a well-defined reporting structure — most 
evident through the municipal budget process. 
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Elgin County Archives, St. Thomas (Courtesy Elgin County Archives). 


Community Museums 


The Peterborough Centennial Museum and Archives (PCMA) provides most services 
except records management, typical of the community museum-municipal archives 
model. Similar programs are found for upper tier municipalities in Dufferin, Huron and 
Wellington Counties. In many examples of this type of institution, especially in smaller 
museums, archival programming tends to be added to the duties of the curator and the 
acquisition of municipal archival materials is melded into an overall museum collections 
policy. The PCMA, however, has a facility housed within the museum physically, with 
its Own mission statement, acquisitions policy, budget and staff. It reports to 
Peterborough City Council through that municipality’s Heritage Committee, a body that 
includes Council members — so that there is a direct link to City Council in its reporting 
structure. 


Those community museums receiving funding from the Ontario Ministry of Culture, 
Tourism and Recreation’s Community Museum Operating Grant Program will have a 
board of trustees that may or may not have Council appointees. Attention will have to be 
given in those instances where there is not municipal representation on the board in the 
MOA, in order to ensure that there is a reporting mechanism. 
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Peterborough Centennial Museum and Archives (Courtesy PCMA) 
University Archives 
At present, there are principally four university archives that have collected municipal 


archival materials — Brock University, Queen’s University, Trent University and the 
University of Western Ontario. 


Kathleen Ryan Hall 


Queen’s University Archives (Courtesy Queen’s University Archives) 


Of these three institutions, Queen’s University Archives is alone in having an agreement 
with the former City of Kingston to acquire, preserve and make accessible the archival 
records of that municipality. Both Brock University Archives and the J. J. Talman 
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Regional Collection at the University of Western Ontario Archives have had informal 
arrangements with upper and lower tiered municipalities in their geographic areas. 


Although Queen’s University Archives did not provide records management services to 
the former City of Kingston, they did receive materials in accordance with records 
schedules through retention by-laws. For the Brock University Archives and Western’s 
Talman Regional Collection, acquisitions at present are not as systematic. Trent is no 
longer actively collecting municipal records. 


Queen’s University Archives is a good example of a designated university archival 
facility working with a municipality through a Memorandum of Agreement. 


Local Historical Societies 


One of the best examples of a municipal archival facility operated by a local historical 
society is the Prince Edward County Archives. The Prince Edward County Historical 
Society operates that county’s archival program based on an agreement that specifically 
designates it as the official archives. Further, the agreement includes reference to the 
retention by-law so that wherever the disposition is permanent retention for a given 
record series, the documentation must be deposited in the Prince Edward County 
Archives. This facility reports to Council through the Commissioner of Community 
Services. 


Prince Edward County Archives (Courtesy PECA) 
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Like Queen’s University Archives, the Prince Edward County Archives is a good 
example of a designated local archives operating an archival program on a municipality’s 
behalf by means of an agreement. 


Summary 


A full range of archival services, including records management, is most often offered 
through those archives placed within municipal administration. Public library municipal 
archival facilities are capable of undertaking all services, and where records management 
services are not provided libraries are aware of the importance of the municipal archives- 
records management link. Community museums, university and local historical society 
archives are principally concerned with the preservation and accessibility of municipal 
archival materials. 


(Courtesy Prince Edward County Archives) 


Choice of a model for an archival program will vary with the information needs of 
particular municipalities. Where local government seeks to undertake the comprehensive 
management of recorded information, placement of the archival program within the 
administration is recommended. A second possibility combining archives and records 
management still within the municipality by virtue of local boards reporting structure is 
the public library-municipal archives model. 


Where a municipality is principally concerned with the preservation and accessibility of 
its archives, community museum, university or local historical society archival programs 


may be an option. 


By the terms of the Municipal Act local government can designate an existing “local, 
regional or university archives” as its official repository with an agreement. This option 
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should be exercised for any program that is not directly part of municipal administration. 
Library boards are local boards, and within the municipal budget process; they operate, 
however, independently of Council and the Administration. The same is true of 
municipally-funded museums that may have Council appointees on their boards. Unless 
placed directly within the municipal administration, they too operate independently at 
arms’ length. 


If a municipality chooses to start its own archival program, it is highly recommended that 
the requirements outlined in “Elements of a Municipal Archives” above be met. Such 
compliance also increases the likelihood that municipal or designated archival 
programs can take advantage of project grants offered by the Canadian Council of 
Archives through the Archives Association of Ontario. Meeting these requirements is all 
the more important if a designated facility is used. Municipalities wishing to start or 
designate an archival program should avail themselves of the Archives Association of 
Ontario’s Archives Advisor Program and Preservation Consultant — services available 
at no cost. 


(Courtesy Prince Edward County Archives) 


The preservation and accessibility of municipal archival records is not an option; it is a 
requirement of the Municipal Act. The extent to which municipal archival programs 
succeeds will be directly proportionate to the level of commitment given to them — in 
policy, financial resources, physical facilities and human resources - by Ontario’s 
municipalities. Only with that commitment can we again see “hands that have vanished” 
and hear “lips that are sealed.” 


2/ 
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Contacts and Resources 
Alliance of Libraries, Archives and Records Management (ALARM) 


www. fis. utoronto.ca/people/affiliated/alarm/index.htm 


The Alliance of Libraries, Archives and Records Management is an employer/employee 
forum with representatives from libraries, archives and records management 
organizations who are working to identify and act on shared human resource issues. 


This cooperation is mutually beneficial as the skills needed, the forms of material 
handled, and the clients served increasingly overlap. ALARM gathers information on 
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workforce issues. Subsequently ALARM will develop a strategy for human resources 
development appropriate to the information resources management sector to serve as a 
catalyst for promoting training and life-long learning. This will contribute to improved 
qualifications in the labour force, and, the creation of better jobs. 


Archives Association of Ontario (AAO) 


http://aao.fis.utoronto.ca 


By using the AAO website, the Archives Advisor and Preservation Consultant services 
can be accessed. Information will also be found there on the Post-Appointment Training 
Program offered by the AAO, the Annual AAO Conference, the AAO Listserve 
(maintained by the York University Archives, along with a discussion group on the Rules 
for Archival Description - RADMEMO) and the Municipal Archives Interest Group 
(MAIG). 


The AAO administers certain grant programs coordinated by the Canadian Council of 
Archives (CCA). Institutions holding memberships in the AAO for a period of one year 
or more are eligible to apply for CCA grants. 


Of note are discussions, papers and communications developed by the AAO on topics of 
interest to Ontario archives in general and municipal archivists in particular. One 
example is the ongoing development of institutional standards for archives in Ontario. 
The AAO newsletter, Off the Record, provides information and discussion. 


Archives of Ontario (AO) 


www.archives.gov.on.ca 


While no longer mandated by the Municipal Act to collect municipal archival records, the 
Archives of Ontario (AO) does have substantial holdings from municipalities across the 
province. Descriptions of these records can be accessed through the AO website, as can 
Vital Statistics documentation. 


The AO is also the lead agency for the Province of Ontario in Recorded Information 
Management (RIM). Information on this subject is available on the website. Although 
concerning provincial records, the information on RIM may be of value to local 
government and municipal archivists as a model program. 


A Senior Archivist is responsible for the municipal holdings in the AO. At present, the 


incumbent is Wayne Crockett, who can be reached at wayne.crocket@archives.gov.on.ca 
or by telephone at (416) 327-1528. The toll-free number for the AO is 1-800-668-9933. 
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Association of Canadian Archivists (ACA) 


www.archivists.ca 


Established in 1975 and incorporated in 1978, the Association of Canadian Archivists 
(ACA) evolved from the Archives Section of the Canadian Historical Association (CHA). 
Today, based in Ottawa and with hundreds of members across the world, the ACA has a 
four-fold focus: 


e Providing leadership for everyone engaged in the preservation of Canada's 
Documentary Heritage 


e Encouraging awareness of archival activities and developments and the 
importance of archives to modern society 


e Advocating the interests and needs of professional archivists before government 
and other regulatory agencies 


e Communicating to further the understanding and cooperation amongst members 
of the Canadian archival system, and other information and culture based 
professions 


Ongoing ACA activities include a bi-monthly newsletter (ACA Bulletin), a scholarly 
journal (Archivaria), a publications program for monographs and occasional papers, an 
archival education program, and an annual conference, meeting and workshops. The 
ACA has a formal constitution and produced the Code of Ethics for Canadian Archivists. 


Association of Municipal Clerks and Treasurers of Ontario (AMCTO) 
www.amecto.com 


The AMCTO will be useful for municipal archivists wishing to better understand the 
issues before local government administration and/or to pursue the educational offerings 
of this organization towards the AMCTO designation. Of particular note are the advice, 
committee work and courses offered by this association to members concerning 
municipal records management. 


Canadian Archival Listserv (ARCAN-L) 


The University of Alberta Archivist maintains a national Canadian archives listserv, 
ARCAN-L. Discussions on this forum range from routine matters to complicated and 
complex issues in the Canadian archival community. Subscribing to the list can be 
undertaken via e-mail to MAJORDOMO@UALBERTA. CA. 
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Canadian Archival Information Network (CAIN) and ARCHEION 


www.cain-rcia.ca 


http://archeion-aao.fis.utoronto.ca 


The CAIN Web site gives access to the holdings of most Canadian archival institutions. 
Under the CAIN system, each archival institution - containing the physical documents 
such as texts, maps, artwork and more - regularly produces descriptions of these 
documents and sends them to their Provincial network. Each Provincial/Territorial 
network and the National Archives then makes the descriptive records accessible through 
the CAIN national database. CAIN provides searchable access to these entries and links 
to over 800 participating institutions. 


ARCHEION, Ontario's Online Archival Information Network, provides access to the 
province's many and diverse archival holdings through a network of fonds level 
description. It provides researchers with a single portal to locate the holdings of 
participating repositories and view fonds level descriptions of those archival materials. 
ARCHEION is a fully searchable Web interface, introducing a new generation of users to 
archives. 


Sponsored by the Archives Association of Ontario, ARCHEION represents the province's 


commitment to CAIN. 


Canadian Archival Resources on the Internet 
www.usask.ca/archives/menu.html 


The University of Saskatchewan Archives maintains extensive and well developed 
information on its website, “Canadian Archival Resources on the Internet.” Archival 
institutions with websites are listed alphabetically, by geographic region and by type of 
institution. In this latter category, many municipal archives’ websites can be accessed 
through this site. 


Canadian Council of Archives (CCA) 


www.cdncouncilarchives.ca 


Founded in 1985 as a result of federal-provincial efforts to encourage and facilitate the 
evolution of an archival system in Canada, the Canadian Council of Archives provides 
coordination within the system. Its tasks are to: 


e identify national priorities; 


e make recommendations as to the system's operation and financing; 
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e develop and facilitate the implementation and management of programs to assist 
the archival community; 


e advise the National Archivist; 


e promote better communications between the various components of the Canadian 
system; and 


e communicate archival needs and concerns to decision-makers, researchers and the 
general public. 


The CCA funds projects based on its priorities and objectives — in this province through 
the Archives Association of Ontario. Membership in the AAO for a period of one year is 
a prerequisite in applying for CCA grants. 


The AAO is represented on the CCA, giving Ontario’s input into the Canadian Archival 
System. Ontario participates in national archival initiatives through the AAO and CCA, 
such as the Canadian Archival Information Network (CAIN) and ARCHEION. 


(Courtesy City of Thunder Bay Archives) 
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Appendix I: Extracts from Relevant Legislation 
Municipal Act 


RSO 2001, c. 25 


Records 
Inspection of records 


253. (1) Subject to the Municipal Freedom of Information and Protection of 
Privacy Act, any person may, at all reasonable times, inspect any of the records 
under the control of the clerk, including, 


(a) by-laws and resolutions of the municipality and of its local boards; 


(b) minutes and proceedings of regular, special or committee meetings of the 
council or local board, whether the minutes and proceedings have been adopted or 
not; 


(c) records considered at a meeting, except those records considered during that 
part of a meeting that was closed to the public; 


(d) the records of the council; 


(e) statements of remuneration and expenses prepared under section 284. 2001, 
C25) 8..2534 1); 


Retention of records 


254. (1) A municipality shall retain and preserve the records of the municipality 
and its local boards in a secure and accessible manner and, if a local board is a 
local board of more than one municipality, the affected municipalities are jointly 
responsible for complying with this subsection. 2001, c. 25, s. 254 (1). 


Same, local boards 


(2) Despite subsection (1), a local board that has ownership and control of its records shall retain and 
preserve the records in a secure and accessible manner. 2001, c. 25, s. 254 (2). 


Agreement 
(3) A municipality, group of municipalities or local board that has a duty to retain and preserve records 
under this section may enter into an agreement for archival services with an archivist described in 


subsection (4) with respect to the records but a local board shall not enter into such an agreement without 
the consent of the municipalities of which it is a local board. 2001, c. 25, s. 254 (3). 


Archivist 
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(4) The agreement under subsection (3) may be entered into with, 


(a) a local, regional or university archives who shall be deemed to be an archivist 
for the purposes of this section; 


(b) if the agreement relates to records of a municipality, any other archivist who is 
not an employee of or member of the council of the municipality; 


(c) if the agreement relates to records of a local board and a municipality has the 
duty to retain and preserve the records under this section, any other archivist who 
is not an employee of the local board or municipality and is not a member of the 
local board or the council of the municipality; and 


(d) if the agreement relates to records of a local board and the local board has the 
duty to retain and preserve the records under this section, any other archivist who 
is not an employee of or a member of the local board. 2001, c. 25, s. 254 (4). 


Transfer of records 

(5) If a municipality or local board has entered into an agreement under subsection (3), the municipality or 
the board may transfer to the archivist any record which it has a duty to retain and preserve. 2001, c. 25, 
s. 254 (5). 

Effect of transfer 

(6) Records transferred to an archivist pursuant to an agreement under subsection (3) remain, for the 
purposes of the Municipal Freedom of Information and Protection of Privacy Act, under the ownership and 


control of the municipality or of a local board thereof if the local board falls within the definition of or is 
designated as an institution under that Act. 2001, c. 25, s. 254 (6). 


Duties of archivist 


(7) An archivist that has entered into an agreement under subsection (3) shall retain and preserve the 
records transferred to it in a secure and accessible manner. 2001, c. 25, s. 254 (7). 


Role of municipality, local board 


(8) A municipality and a local board shall ensure that an archivist fulfils the obligations under subsection 
(7). 2001, c. 25, s. 254 (8). 


Interpretation 

(9) In this section, the requirement to retain and preserve records in an accessible manner means that the 
records can be retrieved within a reasonable time and that the records are in a format that allows the content 
of the records to be readily ascertained by a person inspecting the records. 2001, c. 25, s. 254 (9). 


Retention periods 


255. (1) Except as otherwise provided, a record of a municipality or local board 
may only be destroyed in accordance with this section. 2001, c. 25, s. 255 (1). 


Destruction of records 


35 


(2) Despite section 254, a record of a municipality may be destroyed if a retention period for the record has 
been established under this section and, 


(a) the retention period has expired; or 
(b) the record is a copy of the original record. 2001, c. 25, s. 255 (2). 


Retention periods 

(3) A municipality may, subject to the approval of the municipal auditor, establish retention periods during 
which the records of the municipality and local boards of the municipality must be retained and preserved 
in accordance with section 254. 2001, c. 25, s. 255 (3). 

Joint local boards 

(4) Despite subsection (3), if a local board is a local board of more than one municipality, a majority of the 
affected municipalities may, subject to the approval of the auditor of the local board, establish retention 
periods during which the records of the local board must be retained and preserved in accordance with 
section 254. 2001, c. 25, s. 255 (4). 

Records transferred 


(5) Subsections (1) to (4) continue to apply to records transferred to an archivist under section 254. 2001, 
c. 25, s. 255 (5). 


Interpretation 
(6) In this section, 


"record" does not include a record of a police services board that is directly related 
to any law enforcement activity with respect to a person or body. 2001, c. 25, 
s. 255 (6). 


Municipal Freedom of Information and Protection of Privacy Act 
R.S.O. 1990, c. M-56 


(2) "record" means any record of information however recorded, whether in 
printed form, on film, by electronic means or otherwise, and includes, 


(a) correspondence, a memorandum, a book, a plan, a map, a drawing, a diagram, 
a pictorial or graphic work, a photograph, a film, a microfilm, a sound recording, a 
videotape, a machine readable record, any other documentary material, regardless 
of physical form or characteristics, and any copy thereof, and 


(b) subject to the regulations, any record that is capable of being produced from a 
machine readable record under the control of an institution by means of computer 
hardware and software or any other information storage equipment and technical 

expertise normally used by the institution; ("document") 


Right of access 
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4. (1) Every person has a right of access to a record or a part of a record in the 
custody or under the control of an institution unless, 


(a) the record or the part of the record falls within one of the exemptions under 
sections 6 to 15; or 


(b) the head is of the opinion on reasonable grounds that the request for access is 
frivolous or vexatious 


Obligation to disclose 


5. (1) Despite any other provision of this Act, a head shall, as soon as practicable, 
disclose any record to the public or persons affected if the head has reasonable and 
probable grounds to believe that it is in the public interest to do so and that the 
record reveals a grave environmental, health or safety hazard to the public. 


Copy of record 


23. (1) Subject to subsection (2), a person who is given access to a record or a part 
of a record under this Act shall be given a copy of the record or part unless it 
would not be reasonably practicable to reproduce it by reason of its length or 
nature, in which case the person shall be given an opportunity to examine the 
record or part. 


Access to original record 


(2) If a person requests the opportunity to examine a record or part and it is 
reasonably practicable to give the person that opportunity, the head shall allow the 
person to examine the record or part. 


Copy of part 


(3) A person who examines a record or a part and wishes to have portions of it 
copied shall be given a copy of those portions unless it would not be reasonably 
practicable to reproduce them by reason of their length or nature. R.S.O. 1990, 
c. M.56, s. 23. 


Application of Act 


52. (1) This Act applies to any record in the custody or under the control of an 
institution regardless of whether it was recorded before or after the Ist day of 
January, 1991. 


Non-application of Act 


a7 


(2) This Act does not apply to records placed in the archives of an institution by or 
on behalf of a person or organization other than the institution. R.S.O. 1990, 
c. M.56, s. 52. 
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Municipal Freedom of Information and Protection of Privacy Act 
REVISED REGULATIONS OF ONTARIO 
REGULATION 823 
Amended to O. Reg. 480/97 
GENERAL 


2. (1) A head who provides access to an original record must ensure the security 
of the record. 


3. (1) Every head shall ensure that reasonable measures to prevent unauthorized 
access to the records in his or her institution are defined, documented and put in 
place, taking into account the nature of the records to be protected. 


(3) Every head shall ensure that reasonable measures to protect the records in his 
or her institution from inadvertent destruction or damage are defined, documented 
and put in place, taking into account the nature of the records to be protected. 
R.R.O. 1990, Reg. 823, s. 3. 


10. (1) The following are the terms and conditions relating to security and 
confidentiality that a person is required to agree to before a head may disclose 
personal information to that person for a research purpose: 


1. The person shall use the information only for a research purpose set out in the 
agreement or for which the person has written authorization from the institution. 


2. The person shall name in the agreement any other persons who will be given 
access to personal information in a form in which the individual to whom it relates 
can be identified. 


3. Before disclosing personal information to other persons under paragraph 2, the 
person shall enter into an agreement with those persons to ensure that they will not 
disclose it to any other person. 


4. The person shall keep the information in a physically secure location to which 
access is given only to the person and to the persons given access under paragraph 
Ds 


5. The person shall destroy all individual identifiers in the information by the date 
specified in the agreement. 


6. The person shall not contact any individual to whom personal information 
relates directly or indirectly without the prior written authority of the institution. 
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7. The person shall ensure that no personal information will be used or disclosed 
in a form in which the individual to whom it relates can be identified without the 
written authority of the institution. 


8. The person shall notify the institution in writing immediately if the person 
becomes aware that any of the conditions set out in this section have been 
breached. 
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Appendix II: Sample Municipal Archives Documents 
Elgin County Archives By-Law 
COUNTY OF ELGIN 


By-Law No. 01-21 


“BEING A BY-LAW TO ESTABLISH THE MANDATE AND 
ACTIVITIES OF THE 


ELGIN COUNTY ARCHIVES” 


WHEREAS by Subsection 45 of Section 207 of the Municipal Act, being Chapter 
M.45 of the Revised Statutes of Ontario, 1990, a council of a municipality may pass by- 
laws for appointing such officers and employees as may be necessary for the purposes of 
the corporation; and 


WHEREAS the County did appoint an archivist in May 2001; and 


WHEREAS it is deemed necessary to establish the mandate and activities of the 
archives under the management of said position. 


NOW THEREFORE BE IT RESOLVED THAT: 


1. The archives shall be called the ELGIN COUNTY ARCHIVES (herein referred to 
as the archives) and shall be administered by the Library Services Department. 


2. The archives strives to be a comprehensive resource for records documenting the 
County’s economic, political, geographic and social development. The mandate of 
the archives with respect to acquisition is therefore as follows: 


a) to act as the repository for all inactive records in all formats of the County’s 
executive, management and administrative functions and related agencies that 
are designated for permanent retention according to legislative requirements 
and/or the County’s records retention by-law (see Schedule “A” attached to and 
forming part of this by-law for a glossary of terms); 


b) to establish policies for the management of active and semi-active records 
within all County departments, including authority for the destruction of all 
corporate records as well as maintenance of the County’s records retention by- 
law; 
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Cc) 


d) 


2) 


to enter into transfer agreements for the management of inactive records of the 
County’s former and current local municipalities; 


to acquire archival records from private sources that have bearing upon the 
history of the County of Elgin as appraised by the archivist and in accordance 
with an acquisition policy approved by Council. It is generally understood that 
such donations are the property of the archives upon completion of a donation 
agreement unless otherwise stated; 


to enter into agreements pending Council approval for the management of 
records of other agencies and levels of government. 


The archives exists to ensure the long-term preservation of records under its care. 
The mandate of the archives with respect to preservation is therefore as follows: 


a) 


b) 


Cc) 
d) 


) 


to maintain the records in a suitable repository wherein temperature, relative 
humidity, lighting and air quality are all controlled according to archival 
preservation standards as defined by the Canadian Conservation Institute and 
the archivist; 


to promote the security of records against potential hazards such as fire, water 
damage and theft; 


to promote responsible care and handling of the records at all times; 

to engage in active conservation treatment of records when necessary, either in- 
house under the direction of the archivist or under contract to a qualified 
conservator as warranted; 


to engage in reproduction of records by various means in order to preserve their 
evidence or reduce their care and handling. 


The archives exists to provide access to the records to the general public, County 
staff and officials in order to promote accountability, efficient delivery of County 
services and historical research. The archives mandate with respect to access is 
therefore as follows: 


a) 


b) 


to offer access to holdings at a minimum of five days per week and at all 
reasonable hours, with an adequate number of professional, technical and 
clerical staff on duty during these hours. Ample space will be provided in the 
archives to conduct this research; 


to ensure that records are adequately arranged and described according to 
archival principles to facilitate their efficient retrieval and use; 
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c) to permit reproduction of records for research purposes according to established 
fees and within bounds of Canadian copyright law. The archivist reserves the 
right to prohibit such reproductions should this be deemed harmful to the 
originals; 


d) to abide by pertinent legislation with regards to access and privacy, specifically 
the Municipal Freedom of Information and Protection of Privacy Act ; 


e) to respect the privacy of donors and their records when applicable and as 
stipulated in donation agreements; 


f) to establish fees from time to time for research services provided by staff at the 
archives on behalf of patrons; 


g) to engage in community outreach and public awareness activities, including 
promotion of local tourism and economic development. 


5. This mandate shall be carried out by the archivist in accordance with the Employee 


Code of Ethics as established by County Council and the professional Code of 
Ethics as established by the Association of Canadian Archivists. 


READ a first and second time this 26" day of June, 2001. 


READ a third time and finally passed this 26" day of June, 2001. 


M.G. McDonald, J. R. Wilson 
Chief Administrative Officer. Deputy Warden. 
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Schedule “A” 
By-Law No. 01-21 


GLOSSARY OF TERMS 


Records: 
Information, however recorded, on paper, on film, by electronic means or otherwise 
possessing identifiable authorship and having integrity as evidence of a transaction; 


Archival Records: 
Primary records (generally unpublished) in all formats permanently preserved because 
they possess enduring evidential, administrative or cultural value; 


Active records: 
Records in all formats that continue to be maintained in their place of origin and are 
regularly used to conduct the business of a department or institution. 


Semi-active records: 

Records in all formats required less frequently in the conduct of current business 
resulting in their transfer from offices to a records centre or other holding area, pending 
their ultimate disposition and review by the archivist. 


Inactive records: 
Records in all formats no longer needed for current business and transferred to the 
archives for disposition. 
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